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PURPOSE:

To provide instruction for processing a Two Seal Certification (Exemplification).
OBJECTIVE:
· To provide necessary direction to ensure that Two Seal Certifications (Exemplification) are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Title 28, USC Section 1738, A.R.S. §12-284 and Supreme Court Opinion 90-6, a customer may request a "Two Seal" exemplification of a document.  "Two Seal" exemplification is defined as:  the first seal is for the Clerk of the Court to certify that the document is a true and correct copy of the original on file with the clerk; the second seal is for a Judge of the Superior Court to certify that the attestation is in proper form.  The form used by the Clerk's Office Clerk has been approved for use.  For the appropriate fee for Exemplification and the per page copy fee, refer to current fee schedule.  As with all documents, the entire document must be authenticated. 

EVENT DRIVER:

· A request for Two Seal Certification (Exemplification) is received.
PROCEDURES: 
1. Copy or print the document(s) as requested by the customer. Do not staple the copies.
2. Sort the documents chronologically with the oldest dated document on top and the most recent dated document on the bottom if more than one document has been photocopied.
3. Access the 2-3 Seal database:
A. Click on the 2 and 3 Seal Certification Entry Screen button.

B. At the next screen, enter the case number in the Cause Number box.  Press the Tab key.

C. At the drop down menu, select the appropriate location (i.e., DT, SE, etc,).
D. In the Document box, type the exact title of the document(s) as it appears in the case file.  Press the Tab key.

E. At the drop down menu, select the appropriate items (for documents, select Filed).  Press the Tab key.

F. Type the file date of the document in the next prompt.

G. If adding more documents, press the "Return" key and repeat steps 3A-F.
H. Once all documents have been added, click on the 2 Seal button to view a preview of the form.

I. To print the form, load the pre-printed form into the printer and press "CTRL" + "P" simultaneously.

J. After printing is completed, close the form.

4. Emboss (crimp) the raised Superior Court seal directly over the Clerk of Court's signature.
5. Emboss (crimp) the raised Superior Court seal directly over the Judge's signature.
6. Total the number of copies and include that amount, plus the authentication fee on the Request Form.
7. Forward the package to the cashier for final processing.

POLICIES / RELATED DOCUMENTS:
· 28 U.S. Code § 1738 - State and Territorial statutes and judicial proceedings; full faith and credit
· ARS 12-284: Fees
· Supreme Court Opinion 90-6
· Superior Court Filing Fees - For Maricopa County
OTHER PARTIES INVOLVED:
· The Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· 2-3 Seal database
REPORTS / FORMS:
· F-PUBREC-1002: Copy Request form
DEFINITIONS:
· Two Seal exemplification:  The first seal is for the Clerk of the Court to certify that the document is a true and correct copy of the original on file with the clerk; the second seal is for a Judge of the Superior Court to certify that the attestation is in proper form.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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